my N<U

Working with Drafts

Transaction Code: Universal Worklist tab

Location(s):
myNKU

Purpose: PAR documents saved as draft will appear in the Universal Worklist tab and Tasks subtab. The
documents can be completed and submitted for approval.

1. Select the Universal Worklist tab.
2. Select the Tasks subtab.

Manager Seff-Service Universal Worklist SAPGUIl for BRG Employee Self-Service

Universal Worklist

Universal Worklist = Universal Worklist

@ Medifications Tracking

Show: |Mew and In Progress Tasks (2/2) |+||Selecta Subview .. | =||Al [=]

E. Subject
| Draft: Nelie Norse: NKU PartTime Fac
J Draft: Mellie Morse: NEL Supplemental Payment - Change Request
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3. Select the Draft PAR by clicking the underlined Subject.
a. The PAR form will open.

MR s |

Show |N&1-.r and In Progress Tasks (2/2) |v||SeIect a Subview ...

. Subject

| Draft. Melie Norse: NKU PariTime Faculty Pay - Change Rﬂuu&sD

J Draft: Melie Morse: NED =upplemental Fayment - Lhange Request

4. Complete the details of the PAR.
5. Click either:
a. Save Draft to save this form without sending for approval.
i. A confirmation will appear at the top of the screen.
1. “Provisional version generated upon leaving application”
b. Delete Draft to delete the draft PAR form.
i. A confirmation will appear at the top of the screen.
1. “Draft was deleted”
c. Check and Send to review the details of the form and send for approval.
i. A confirmation will appear at the top of the screen.
1. “Datasent”

| Save Draft | | Delete Draft |

Check and Send |3
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